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QPTIONAL Form 211 (10-86)
Dapartment of the Treasury
1 TFM 4-3000

S0211-101

REQUEST FOR CHANGE OR ESTABLISHMENT OF IMPREST FUND

— ————— e S, ., Sl e i
SECTION | — IDENTIFICATION OF DISBURSING OFFICER AND CASHIER,

NAME AND LOCATION OF DISBURSING OFFICER:

NAME OF CASHIER:

AGENCY:

ADDRESS:

PHONE NO.

SECTION 1} = ACTION REQUESTED

EFFECTIVE DATE ‘ .
Designation O Change to Alternate O Increase Advance [ Liquidation I
Revocation ] Change 1o Principal (1 Decrease Advance (1 Address Change [
Class Change 1 Other {Explain) O

SECTION lit — DESIGNATION INFORMATION
Class and Type of Cashier (Iff Alterndre --show neme of Principal)

SECTION IV — INCREASE OR NEW ADVANCE SECTION V — DECREASE OR LIQUIDATION OF FUNDS
CurrentBalance...................;.$ CurrentBalance . . . .. ... ... cuuuns . 8
Apply the foliowing:
Increase or Mew Advance Requested ... ... $ Reimbursement Voucher Mos:
Total .. ... .. ... . i $ $
Number and Denomination of Checks Requested: Lincashed Treasury Check MNos:
$
Depasit Ticket Mas:
%
Fund Transferred from: MNet Balance for Which Cashier is
Accountabie . . .. ... ... ........ S $
Date Signature (Head of Agency or Designee) Title

SECTION VI — DESIGNATION {10 be completed by Disbursing Officer)

In accordance with the provisions of paragraph 2 of section 4 of Executive Order 5166 of June 10, 1933, as amended, the function ol
disbursing in connection with the operations of the agency named is hereby delegated to the above-named employee effective on the date
indicated below, Class D Cashiers may use their funds for change making only, Class A and B cashiers may make payments in cash in ac-
cordance with the Treasury Fiscal Requirements Manual (| TFRM 4-3000), and such other payments as may be listed on the attached schedule,

{Effective Date of Designation) [Disbursing Ot Ticar ar Designee)

TDate .— monih, day, and vear)
SELTION Vi = CHETK 1SSUAMCE AUTHORIZATION {10 be completed by Disbursing Officer

DRAW CHECKS AS INDICATED ABOVE
DATE CHECKS

{Disbursing Officer or Designee)

CHECK NCS, TG —_

iDate ~ manth, day, nd vear)




MAY-20-2005 11:08

INSTRUCTIDE. .

Secticrn | -
Zection i —

All items must be completed.

and liquidation. Separate SF
cashier and designation of angther.

Section I — Must he Completed
Examples:
1. Class A - Principal
2. ClassB - Alternate
(John Doe Principal)

Saction IV —

Samphei:

1. Designation of New Cashier and Establishment of New Fund
CusrentBalanee _ . ... ... . ovvnr e $ 4
Increase or New Advance Requested . ... .. ... % 3.000.00
Total e e $3,000.00

Number and Denomination of Checks Requested:
5at 30000

10 at 150.00

Fund Transferred from:

N/A

3. Request for Increase:

Sextion V -

Currem Balance . .......... ... ... . $1.500.00
Increase or New Advance Requested . ... .. ... $ 1,500.00
Total .. e $ 300000

Number and Dencmination of Checks Requested:
10 at $ 150,00

Fund Transferred from:

N/A

Decrease or Liquidation of Funds

Effective date requested must be completed,
block may be checked for chanzges aftecting on
211 must be submitte

F.0Z

Applicable block(s) should be checked. Important note: _Mnre than one
ly one ¢ashier, e.g. combined designation and increase, combined revocation
d for changes affecting more than one cashier, e.g. revocation of one

Must be completed if Designation, Change to Principal, and/ar the Increase Advance black(s) was ciecked in Section ti

2. Designation of Mew Principal Cashisr

CurrentBalance ... ... . ....vooieenann. $ 3.000.00
Increase or New Advance Requested ... ... ... ; . 8
Total . . e caes 1,004.00

mnxlber and Denomination of Checks Requested:

Fund Transferred from; Jane Doe

(SF-211 r ing “Revocation” or “Change to Alternate”
for Jane should accompany this SF-211,  SF-1129
showing finel accountability for Jane Doz and transter to
néw principal cashier shoutd be sent to Disbursing Canter
invmediately after approved SF-211 is received and transier
ha been made.) '

. Duesignation of New Cashier oad Request for Increas

Currept Balance . ... .o v r i i e oo 1,500.00
Increaze or New Advence Requested ... ... ... 1,580.0¢
Total ... e 380000

Number and Denomination of Checks Requestad:

10at$ 150.00

Fund Transferred from: Jane Doe .
{SF-211 requesting "Revocation” or “Change ta Altgrnate
for Jane Doe should ang:am?anv this SF-211. SF-1129
shawing final accountability for Jane Doe and transfer to
new principal cashier should be sent to Disbursing Canter
immediately after approved SF-211 is recaived and transfer
has bean made.)

This section must he completed if the Decrease Advance of Liquidation block was checked in Section I1. Reimbursement
Vouchers, Uncashed Treasury checks, and copies of Deposit Tickets indicated in this section should accompany this form,

Samples:

1

Tignature Requirements:
-ddress Changes and Dec:
tficial w

Current Balance . . .. ..., ... . . ... $ 3,000.00
Reimburgement Voucher Nos:

7928079281 .. % 50030
Treasury Check Nos:

1,103,789, 1,102,790 ... ..o $ 5000
Deposit Ticket Nos:

178036, 178037 . . .. ... . ... ... 3 N0
Net Balance for which Cashier is Acgountable . .. 5 1,500.20

2ctons Vi and Vi

2. Liquidation

CurrentBalance .. ... . ... .. i 3 3,000.90
Reimbursement Youcher Nos:

79.282.79-283 ... ... e % 1.000.00
Uncashed Treasury Check Nos:

103791 103,792 .. e 4 1,900.90
Deposit Ticket Noa:

178038, 178039 . . . ... .. ... ... $1.000.20

Net Balance tor which Cashier is Accountable .. . % &

sases may be signed hy the head of the Cashier's 'ocal office. All ather actions require the signature of an agency
ho has heen defegated the suthority to request ashier gesignanons.

Thesz sections will be compieted by the Disbursing Qfficer ar designee(s).
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